CITY OF
SAN ANTONIO

CONFERENCE ROOM TECHNOLOGY TRAINING PRESENTATION

Welcome to the new conference room!

These rooms are designed with your
needs and collaborationin mind.
Here’s an introduction to your new tools.

INTRODUCTION

o ExteriorRoom Scheduling Panel
Interior Room Control Panel
Video Collaboration Unit
Wireless Screenshare Button

Cable TV

Conference Phone
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Reserving a Conference Room Through Outlook & Exterior Room Panels

To schedule meetings in our conference rooms you'll need to reserve the room through the Conference Room’s dedicated Outl ook calendar or by using the panels outside the
roomdoors. Usethe following information to ensure that you can confidently reserve a room from anywhere.

Scheduling in Outlook

To reserve conference rooms while scheduling in Outlook,
completethefollowing:

o Fromyour Outlook Calendar, create a new meeting.

SCHEDULING

G Enter the meeting logistics: subject, startand end time,
etc.

G Invite the required attendees, being sure the room is
one of them.

0 By adding the room as an attendee, the location field
will automatically populate with the conference room
information.

NOTE: Please consider social distancing needs and
room capacities when scheduling in conference
rooms.

G If you need specific room set up, catering, etc. ensure
that you CC the required person and include any
additional details they may need.

O©LIFTinnovate 2020. All rights reserved.

Tit
Send ©
Required

Optional

Start time

End time

Location

Sample Meeting

john.doe@company.com; jane.doe@state.com; conferenceroom123@cosa.com

Wed 12/16/2020 E 3:00 PM w| ¥ Make Recurring

IN PERSON: Conference Room 123; REMOTE: Webex (details below)
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Scheduling on the Exterior Room Panel

Here’s anintroduction to the exteriorroom panels:

Conference Room Friday, Dec 4
4:18pm

Conference Hall Friday, Jan 18

12:58

Room Available Current Meeting st et

6:45pm - 7:15pm 5 .
Starting in 2 hours and 27 minutes | Wes Anderson EiodlEiRetCspectys Finance Review
12:57 - 13:30

Wes Anderson
Book now Sales Briefin 3 R
Owen W||50?1 Ends in 32 minutes
9:45pm - 10:45pm COMING UP NEXT
Engineering All-hands
Saoirse Ronan

Book in advance

End meeting Extend W)
- —_— Dinner

( Book in advance )
2100 [ S ENE 2

Available Conference Room
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Conference Room Conferenc& Room Conference Room b oiiin ot Conference Room

7:16pm

Room Available Room Available g d Room Available “'::‘;:: Room Available
dles S 2 0 minutes A s - Starting i 2 ho 29 minutes | Wes Anderson kit dorcieomeond 39 minutes
stom. traunon
Sahes Biiwtng
e

175
Engineering Al hands

Bock i advarce

Panel Backgrounds
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Scheduling on the Exterior Room Panel

To reserve conference rooms on the flyfor anad-hoc meeting using the Panels outside the rooms, complete the following:

Book Now

Conference Room Friday, Dec 4
4:18pm

0 Tap the room panel outside the conference room you’d like to book to
view theroominformation.

O
% * The panel card will display green if the room is currently available, g

. . . COMING UP NEXT
8 along with the Room Available heading. Room Available e
rm * Itwilldisplayredif theroomisoccupied. Starting in 2 hours and 27 minutes | Wes Anderson Product Retrospective
T
(@)
wm

Book 8:00pm - 9:00pm
i 0ok now S
‘, Clickthe Book now button. ) T

9:45pm - 10:45pm
Engineering All-hands
Book now Saorse Ronan

Book in advance

e Selectthe end time of the meeting.

9:30am

o Nameyour meeting and select Book. Book this room until
9:00am
Name your meeting 0:30am
Instant Booking 10:00am

10:30am

Cancel
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Scheduling on the Exterior Room Panel

To reserve conferencerooms on thefly, or even in advance, using the Panels outside the rooms, complete the following:

Book in Advance

Conference Room Friday, Dec 4
o Clickthe Bookin advance button. 4:18pm

Book in advance

Scroll to the desired date and time slot. Each timeslotis a 30- . e
minute block, thus multiple time slots can be selected to set Room Available

. . 6:45pm - 7:15pm
the duration of your meeting. e

. . . Product Retrospective
Starting in 2 hours and 27 minutes | Wes Anderson Wes ArdeiSen

e Name your meeting and select Book. Lt

Owen Wilson

SCHEDULING

NOTE: Some rooms will have booking in advance disabled. ~ 9:45pm - 10:45pm
. . . Engineering All-hands
Please reach out to appropriate person for assistance in Saoirse Ronan

booking.

Name your meeting

Instant Booking

PDA Test Room | e @ 9:02am

Book this room from

9:30am to 10:30am

on Thursday, Aug 19 2021
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Launching Conference Room Technology

The Wall Control Panel functions as a remote control forthe display and is located at the entry of theroom.

NOTE: Notall rooms have the sametechnology available. Technologynot present will not bevisible on the panel.

Tap thecontrol panel inside the conferenceroom door.

Meet A B C
Press the MEET button to turn on the Video Collaboration Unit. i

is wi i i MEET  sHARe  CABLE
This willallow you to run a virtual Webex meeting. - s TV

o Share

Press the SHARE button to turn on the Wireless Screenshare
Button. This will allow you to share your screen directly to the
TVintheroom.

O cablerv

Press the CABLE TV button to simply turn on the TV. This will
allow you to watch | ocal television channels.

Q Channels:Clickthe CH® or CHw to scrollchannels

AUTOMATION PANEL

G Power:Click the(l) button to turn off the TV display.

Volume
Adjustaudioin the room louder or quieter by pressing the —or +
buttons or mute by pressing theMg_icon.

v
a Call

There’s no need to launch the conference phone on the control panel.

When a button is active, it will turn blue

O©LIFTinnovate 2020. All rights reserved.
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Meet Using the Video Collaboration Unit

This device will helpwithanyof yourvideo conference needs.

Van Buren >

Call

Bk | 432PM

Share screen Join Webex Room Calendar

O©LIFTinnovate 2020. All rights reserved.
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Meet Using the Video Collaboration Unit

You can place a directvideo call to anyoneelse.

Place a Call (Audio or Video)

e Tap thetouch screen and then tap the Call button.

e Video Call

1. Keyinthename, number or IP address. Matches will appear as you type.
2. Whenyouareready to placethecall, tapon thegreen Call button.

This makes a video call to that person or room. The icon next to the name will show
you ifyou arecalling a personal device or a conference room device.

Personal Device: Ifit has a picture or their initials, it’s calling their Webex
Desktop Kit.

@ Room Device: If it has the location image, this means it's a shared device
installed at anoffice or conference room.

e Local Audio Call

1. Enter 9-210 followed by the phone number.
2. Selectthegreen Call buttonto dial.

Local Audio Call
1. Enter9-1followed by theareacodeandphone number.
2. Selectthegreen Call buttontodial.

O©LIFTinnovate 2020. All rights reserved.
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>

Jane Doe

>

9-210-555-1234

Call

9-1-543-555-1234

-
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Meet Using the Video Collaboration Unit

You can join a Webex Meeting from your laptop or directly from the Video Collaboration Unit.

Join Webex

Join a Webex Meeting

View Room Calendar Join Current Session (when room was invited)
e Joining Meetings Displayed on the Device
* To view upcoming Webex meetings that have been scheduled in the room, select the 1 1
Room Calendar icon. Any upcoming meetings the room was invited to will display. © 00 0 -
*  Whenit's timefor a meetingto start, simply click the green Join buttonto enter.
¢

* Video and audio will start automatically using the builtin camera, microphones and
speakers. To Mute a Call, press the microphone mute button on front of the device.
To unmute, pressagain.

Find Invite Meeting Number Typeinthe Meeting Number
o Joining Meetings NOT Displayed on the Device Meeing number (access code) '

Join Webex Meeting
* Scheduled: To join a scheduled meeting directly from the touch panel that isn’t e et
displayed, tap the Webex button and enter the meeting number found in the meeting
invitationifone was created. Joinby phone

Tap to call in from a mobile device (atiendees only)
+1-415-655-0003 Toll
+1-2 5

* Ad-hoc: If this is an ad-hoc, unscheduled meeting, the host can simply enter their
standard personal room meeting number (which is always the same) to launch a
session. AWebex invite can also be forwarded to theroomin real time.

Global call-in numbers

Meeting Host Find Host PIN
If you arethe meeting host, you willneed to enter your host PIN, foundinthe meetinginvite. 0

$¥ Change Settings

Cancel Webex Host Information
* Open theinviteand click on Host Information in the top ribbon. Your Host PIN will be Mesting

displayed. Note that your personal meeting room will always use the same host PIN
number and can besetto whatever you’dlikein your Webex preferences.

DEVICES
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Meet Using the Video Collaboration Unit

Customizing yourview will customize your experience. Here’s how:

CITY OF SAN ANTONIO CONFERENCE ROOM TECHNOLOGY GUIDE

Switch Video Layouts

Scheduled Meetings
You may change the layout of the screen during presentations. Typical options available will be with or without showing the presenter and showing the presenter as either
PictureinPictureor Picture outside Picture.

o Tap the Layout icon to displaythelayout options, as shown. e Tap thelayoutyou wantto use. Tapanywhere outside
the filmstrip when you’re done.

e - N

add Hold Kegpnct Temmsfer Fret Cal

~~~~~ Mrirmire

DR,
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Meet Using the Video Collaboration Unit

Customizing your camera settings whenever needed by doing the following:

View Camera Settings

Any Pan and tilt
The camera settings et you control the zoom, pan and tilt of the camera controls.
camera as well as define and edit camera position presets. In presets T 3 "
addition, Selfview (the image that the others see from your defined urn opeaker
system) can be turned on and off as well as be shown minimized will be Turn Selfview tracking On
or maximized. If the position of the Selfview blocks important listed here. On and Off and Off.
parts of the image on your screen, it can be moved. For systems
equipped with Speaker tracking, turning this on will cause the
camera systemto zoomin on the person currently speaking.
Tap Camerato invoke the camera adjustment menu. \
0 P J o N —
aximize
Optionsinclude: inimize
e Zoomthe camerainandout . . Selfvi
* Panandtiltthecamera ° SHview:
e Turn Selfview on andoff fsen
* Maximize or minimize self-view
e Turnspeakertracking on and off Zoom in
and out.

e Click the +Add new option to save a specific camera
setting you have in place and know you’d like to use
againinthefuture.

DEVICES

\§
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Meet Using the Video Collaboration Unit

The primary way to share content during a meetingis to join the Webex meeting from your computer. When you’rein the same physical space, you can wirelessly share your
screen, application, file or whiteboard by clickingthe ‘Share’ button from the meeting on your laptop.

Share Contentin a Video Call/Meeting

Whilein the conference room, join the Webex meeting through
the invite fromyour laptop.

Catherine Sinu invites you to join this Webex meeting.

Monday, November 30, 2020
10:30 am | (UTC-08:00) Pacific Time (US & Canada) | 30 mins

More ways to join:

When joining, be sure to select Don’t connect to audio as your
audioconnection preference.

( @ Audio: Don't connect to audio ~ )

[0 Startvideo ~ Start meeting

O©LIFTinnovate 2020. All rights reserved.

Once your computer is connected to the meeting, you will have the ability
to select Shareat the bottom of your meeting window on your computer.

@ Mute -~ < Volume (" Share (® Record © °

1

Select the whiteboard, file, screen or application you’d like to share
(selecting the sound icon on the top right corner if what you’re sharing
needs to include your computer audio), then click Share.

Share content

B File Z Whiteboard Automatically optimize ¥ <x
= i S L= I Bl S |
el = £ -
i [ W . =
i- -
B Windows Explorer(3) B Microsoft PowerPoin. B Google Chrome(4)
Screen 2 @ Microsoft Word(11) O Microsoft Excel(3) B Microsoft Edge
(m) -
B Radeon Additional S B Malwarebytes Tray A B clickup
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Meet Using the Video Collaboration Unit

You havetheability to share wirelessly in the room by using the video collaboration unitas well. Here's how!

Share Content with Participantsin the Room Using the Cisco Touch 10 Device

Cisco Webex Meetings
Whilein the conference room, you are able to connect wirelessly to the Cisco Touch 10 device by clicking on Conned to a
device from either the bottom of the Webex Meeting desktopapp or the top of the standard Webex desktop app. i Amber Moore

https://liftinnovate.webex.com/meet/amber [

Start a Meeting Schedule
Set a status < Q. Search, meet, and call :
i , - . — Join a Meeting ©
All Direct Spaces = £ 7 Krystal Bell Janisch @e@
— Qut of office until Friday, 6:00 AM Enter meeting information
@ sl 2l Messages Profile Content Schedule + Apps aQ

Upcoming Meetings ]

— o Amanda Pandey

Monday, August 30, 2021

5:00PM  HD: Message Catch Up
5:30PM  Amber Moore

e Selecttheroomdevicefromthelistdisplayed to connectandthen select the blue Share on Device buttonto castyour screen.
330PM  HD: UMD WOW Script

* Connected B:30PM  Amber Moore

630PM  HD: UMD Value Video Script Revi...
- T:30PM Amber Moore

7:30PM  HD: Video Planning
— = 200PM  Amber Moore

Amber Moore Desk Pro
Tuesday, August 31, 2021

AT ARA o~ L - e

% Connect to a device

oo X 1

Use a Different Device

¥ <

DEVICES
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Meet Using the Video Collaboration Unit

Selfview shows youthe view participants see from yourcamera. It displays on your screen as Picture-in-Picture.

Turn the Camera On or Off

To turn the camera off during a meeting, tap Turn video Theiconturnsredtoindicatethatnovideoissent
off atthe bottom of the screen. fromthedevice.
prrery Tana = A e L =3

©Q00000 0000000

e If you wantto turn the Selfview off, whileina call, tapthe e Tap Turn off, as shown.
Selfview avatar, as shown.

e nrl L =% 2 =

TN Cico Caliiaragsr nousd Comiesnce

DEVICES
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Installing the Wireless Screenshare Tool

Do you need to simplyneed to present what’s on your computer screen on the conference room display? The wireless screenshare tool is a simple way to accomplish that.

NOTE: If you’'d like to share both on theroom display and a Webex Meeting, jointhe meeting through the Video Collaboration Unitand your laptop.

° Retrievethe button fromits base unitand plugthe button’s USB connectorinto the laptop to share your screen.

If ClickShareisInstalled
Skip to next page.

e If ClickShare is NOT Installed

If the softwareis notalreadyinstalled on your computer, the LED light on the button will start flashing white andthe application will install.

Windows

Openyour File Explorerandopen ClickShare.

Once the ClickShare folder is open, double click
ClickShare for Windows.

=N B Manage  ClickShare (E)
Bl o 5o v Diveoos
« « 4+ T > Clidshae E) >
Name
# Quick access
ClickShare_for_MacOSX.app
v 3 This PC _Volumelconicns
¥ 3D Objects
B Deskiop version
B Dovsnents Volumelcon.icns
& Downloads autarun
 Mosic ClickShare_for Windows F
. #2 Download ClickShare Extension Pack
&= Pictures
2 aula
B videos -

# privacy_policy
& Windows (C)

Clickshare (E)
s 132615 (cosalusersihome) (H:)
¢ infrastructure projects division (\\fscomman\09\misc03) (1)

s 09 (Wfscommon) (K)

Apple

1) UnlockSecurity & Privacy

2) ClickontheClickShare App

3) TurnScreensharing on by checking the box

[ ] < =i Security & Privacy Q

General ~ FileVault  Firewall  Privacy

Locatin sances
. Contacts
—

77 Calendars

Allow the apps below to record the contents of your
screen, even while using other apps.

e ™ ClickShare App

€ Google Chrome

© zoomee

Reminders
# Photos
E Camera
_Q. Microphone + -
iy speech Recognition

Accessibility

3

< i Sharing Q screen
Computer Name: Elizabeth's MacBook Air (2)
Computers on your local network can access your computer at: Edit

Elizabeths-MacBook-Air-2.local

@ Screen Sharing: On

Other users can access your computer’s screen at vnc://172.20.10.3/ or by
looking for “Elizabeth’s MacBook Air (2)* in the Finder sidebar.

On  Service

¥  Screen Sharing
File Sharing
Media Sharing Computer Settings...

Printer Sharing
Remote Login
Remote Management
Remote Apple Events

Allow access for: All users
© Only these users:
28 Administrators
Bluetooth Sharing
Internet Sharing
Content Caching

B—
m v~ ClickShare (£}
U ClickShare_for_ MacOSX.app )
S b Network B Click the lock to prevent further changes. Advanced
(NN}
o
o The software will automaticallystart, and itsiconwill appearinthe computer systemtray. White Con a Windows computer and a black C on a Macintosh. C

O©LIFTinnovate 2020. All rights reserved.
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Share Using the Wireless Screenshare Tool

Do you need to simplyneed to present what’s on your computer screen on the conference room display? The wireless screenshare tool is a simple way to accomplish that.

NOTE: If you’'d like to share both on theroom display and a Webex Meeting, jointhe meeting through the Video Collaboration Unitand your laptop.
Share Content with Participantsin the Room Using ClickShare

0 TurnselectShareon theinterior wall panel. MEET | sHARE | CABLE

v

e Retrieve the button fromits base unitand plug the button’s USB connector into the laptop to share
your screen.

If ClickShareis Not Installed
See prior page.

When the system is ready, a message stating ‘Ready to share’ will appearand the button LED light
will now bestaticwhite.

To share your laptop’s screen on the TV display, click the button. The LED light will then become
staticred, and yourscreen will appear on the display.

Press Window key + P to select how you’d like your screen displayed. Duplicate what’s on your
screen or extend your screen to take advantage of both your laptop screen and the meeting room
display.

To stop sharingyourscreen on the display, simplyclick the button again.

When leaving the room, be sure you have unplugged the button from your laptop and plugged it
backintoits base unit.

O©LIFTinnovate 2020. All rights reserved.
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Call Using the Conference Phone

If you need to make a standard phonecall ordialintoa virtual meeting manually, eachroom will have a conference phone available.

° Place a Call

Dialthenumber and pressJ to makea call.
Local: Dial 9-210-phone number
Long Distance: Dial9-1-210-phone number

e Press an arrow key to open a call list containing previously
dialed numbers. Call usingJ

o Audio Settings
Adjustthe speaker volume using the keys» and .

N
Pres s§ to turn off the microphone. Navigation in menus Menu Navigation in menus
Display of call list Settings Display of call list
0 Place a Call on Hold

Press %= to put the call on hold. Both the microphone and No/end/back 0K

the speaker are turned off and the call is on hold. Press the Start/stop recording = — / Yes/confirm choice

same button again to reconnect thecall. o A v OK Answer/connect calls

i I = 5 = During a call: Press to call
. ncrease volume a new person
o Addinga Party to a Call ) |1 7 ‘ 3 J 5
To add a party to the call, press the o button during the call Décicisa voliing ol e el
and dial the second participant’s number. Press the ; (0] End call
. . . <) 10 GHI 5 2 JKL 6 MNO L
222 button to connectall the meeting participants. . On/off
MUte \§K 7 PORS 8 Tuwv 9 WXYzZ w confe'en_ce s
: Automatic dialling of
: -— conference groups
D e * l * — One press of this button

n will always connect all
EJ) Hold Alphanumerical buttons parties to a conference call
= Hold down a button for 2 seconds to open the
E phonebook Connectivity options

Note: There’s no need to launch the conference phone on the automation panel.
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Herearethe basicof howto usethe TVremotes.

Power On/Off TV Input/Source
=
(= Channel Numbers
8
(@)
FAV
Volume Up/Down VOL ocuoex L Channel Up/Down

Guide

v

SAP/*  SLEEP
AUDIO

« > ]

o N
@ LG

AXB75095376

DEVICES
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